Handling Household Contacts
‘i <3 COVID-19 Community Team Outreach
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Tis revised job aid includes the latest iteration of the household feature as of September 24th,
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Addinq New Contacts to Your NOTE: Always enter all the members of a household as separate contacts,
Household including as much information as possible about each individual. Each contact
will receive separate assessments.

This process is for new contacts who have
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Reassigning & Deactivating
Households

1. Reassigning a household using the
"Assign' button from the household
profile will reassign all its contacts.

Deactivating a household will not
deactivate any of the contacts within it.
Contact members must be deactivated
by profile after deactivating the
household. Similarly, deactivating all
household contacts will not deactivate
the household, and it must be
deactivated independently.
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2.

Indicating Household
Relationships

From the “Household Members" page on
your household profile, click a contact’'s
name.

Under “Basic Info,” review the options
under the “Household Relationship” field
and select the option that applies to your
contact.

As a note, if you select “Child under 13"
or “Child 13-17," you should also ensure
you have selected “Is Minor'' and
provided schooling information in
“Demographic Info," if applicable. You
may also wish to select “Requires Proxy"
for children under 13 whose assessments
will be completed by their parents.

Click “Save & Close" when finished with
your work, and repeat this process as
needed.
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